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1.0FHWA 1391 Instructions for Contract(fy2022)

1 00Saa

GKS CI 21

MO (bm

Opportunity Contractor Compliance ProgrdBOCCP).

Step

Instruction

Image

11

Access the FHWA
1391 submittal from
b/ 5h¢Qa /[ 2
home page; Under
Doing Business, Smal
Business, Equal
Opportunity
Contractor
Compliance Program
(EOCCP)

@ CDOT
> ® Home W Hep N TeamSees

Connect NCDO
BUSINESS PARTNER RESOURCES

Small Business
Certification programs for small and underutilized businesses.

L 1 NCOOT B Duing Bosewss >
How NCDOT Can Help Your Business Get Certified Vendor Listings
NCDOT 5 commitied 10 ensuring ai North Carolina businesses have the opportunity 10 DBE Vendor Director

participate in our projects. We advocate, administer, implement, and monitor equal empioyment
opportuntty programs for recipients of state and Sederal funds.

Our cestification peograms are designed 10 advance the econcey and strengthen communies
across the state
The (ssadvantaged Business Enterprise Program (DBE) is a legisiatively mandated USDOT
program that appies o federal-aid highway dollars expended on federally assisted contracts
i55ued by USDOT recipients such as state ransportation agences.
Congress established the DEE program in 1582 to:

* Ensure nondiscrimnation in fhe award and admnistration of DOT-assisted contracts

* Help remove bammiers 1o the participation of DBEs in DOT-assisted contracts

* Assist the development of ferms that can compete successfully in the marketplace cutside
of the DBE peogram On-The-

Disadvantaged Business Enterprise

Disadvantaged businesses are owned by women o mincriles vwith a net worth of less than
$1.32 mifion, have controling interest in the company and meet othes requirements 203l M

* Apply for DEE Certfication
* Click here for Esp

1.2

On the EEOCP Page,
the Anrual 1391
Reportingsection, go
to Elick her€o Log
On to the FHWA 1391
site toaccess

)l
)l

Instructions

Complete the
1391 lerm

Review FA®

* Maintaining Nonsegregated Facilifies (Section 11l of the FHWA-1273)
Annual 1331 Reporting

Contractors on Federal-aid projects must submit an Annual EEQ Report (FHWA Form 1391)
each July for the duration of the project, indicafing the number of minority, women, and non-
minority group employees currently engaged in each work classification and training program
required by the contract. This informafion is to be reported for all active Federal-aid construction
projects. Appropriate sanciions may be enforced for contractors failing to report, such as
withholding of progress payments.

WHO HAS TO REFORT?

* All prime contractors and subs with Federal-aid tracts of 510,000 or more.

* Subcontractors are required fo submit their reports to the prime contractors.

FPERIOD TO REPORT

* The last full payroll period ending in July. Do not report any other payroll period in the
month of July. A full payroll period is seven (7) days.

* If the federal contract is active during this payroll pericd but no work was performed,
confractors must submit a 1391 Report indicating "NO ACTIVITY™.

ACTIVE PROJECTS

* If the prime contractor works during the month of July the prime and all subconiractors
must file FHWA Form 1391,

ﬂ Click here for detailed instructions on completing your 1391 reports.

4 dz0 Y A G (i t Navighthdd Doing BuSitegs (Binall/BasiiesS Bxiial f

D SenMap

TRV Consumaets  Directoy of Fems  Trucking  Fleet & Materisi Mome DMV | PubicTran  Purchasing  ROW  Tusnpite
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2.0 Log On Information
To start, complete the information on the Log On screen.

About your Password and email address . .

. 2 dzNJ O 2Paksdvoyoka® sent to all contractors who have federal contracts by-duiky.

1 Eachcompany has their own unique password and should not be shared with other contractors.

1 TheEmailaddress must & a valid email address as it will receive updates about the FHWA 1391 process.

Step| Instruction Image
2.1 | Enter...
f First Name and NCDOT Annual FHWA 1391
Last Name of the
individual Ergéﬁyé
certifying the
FHWA 1391 Form
Bankar
Contact information
including )
f Phone number 008.934.9000
1 Emailaddress
1 Job title
T / 2YLJ y e 0 pabankar@ncdot.gov

password for
accessing the Sob Tk
system. BA

Click on Log On

LOG ON HELP

2.2 | If you need help with
your password, Loo on e
complete the
information (except | ==
password) and click o
4L YSSR tI
I St LIpé

2.3 | There are twaptions.

{ St SOG Gae
Aay Qi 62N

[ MY PASSWORD ISN'T WORKING l

| DOR'T ENOW MY PASSWORD
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2.4 | Enter your Password.
Begin typing your firm
name toselect it from & '
the dropdown menu.
101
Click Submit.
40 CoNSTRUCTION .
2.5 | Click on Close Tab to
return to the Log On
menu. You will need Your request has been received; please allow 24-48 hours for a response.
to wait for anemgll
response regarding
next steps.
2.6 | Option 2:
{StSOG alL
N < x 2 Password Hel *
Ye LI} aag2zN - .
MY PASSWORD ISN'T WORKING
[ | DON'T KNOW MY PASSWORD ]
2.7 | Begin typing your firm
I don't know my password Help x
the dropdown menu.
Enter ti our firm. Your request will be sent to the NCDOT Office of CM
Click Submit. _ "
A AND IE_SFTF!‘.’ICES g v
2.8 | Click Close Tab to

return to the Log On
menu. You will need
to wait for an email
response regarding
next steps.

Your request has been received; please allow 24-4§ hours for a response.
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2.9

If you need to update
the Contact Email
address, complete all
the information on the
Log On page.

A0l &
FAE !

P
T
z X

It
9Y

LoG oM HELP

2.10

Begin typing your firm
name toselect it from
the dropdown menu.

Enter your Contact
name and Email
address.

Click Submit.

FHWA1391 Email Address Help X

Al PAVEMENT MARKING LLC

Melanie

melanie@ncdot.gov

SUBMIT CANCEL

2.11

You will need to wait
for an email from
regarding next steps.

/I £t A0l &/t 2
return to Log On
screen.

Your request has been received; please allow 24-48 hours for a response.

Close Tab
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3.0 Contractor Webpage Overview (after successful Log On)
Contractor webpage layout described.

Step| Instruction | Image

3.1 | After
successful Contractor Webpage

LogOn,the | . - e _ . e oo e
Congractor -
webpage is F—
displayed. c. —— & 0 e aggmprte Conact Nurmoe: M Eaes el a0 e 43 e welienge 5 el 450 s S0 o il s Yoy ke i e .

There are 3 . _
major
elements L —
on the

page.

3.2 | A-The
name of
your firm.
Click on the

Tinas Traffic Control

Contract Number

Contract
Description

WL
to access
an
information
panel
about the

firm

Prime Contractor

Project County

3.3 | B-Tabsto

-Complete, FHWA 1391 COMPLETION SUBCONTRACTOR REVIEW 2ND TIER REVIEW HELP
orview
FHWA 1391
Forms,

-Help page
-Where is

my Project
page.

WHERE IS MY PROJECT?
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3.4

C- Body of
the page, in
grid-sheet

Displays . . .

format. f Contract # f 1391 Status
1 Contract Type I 1391 Status Date
1 Completion Date 1 View Details button
To complete the FHWA 1391 form click on the appropriate Contract Number. It takes about an hour for our webpage to update and when it does you will see today’s date in the Completion Date column
and be able to view/edit this form if needed. Once the Prime approves/rejects your 1391 you will receive an email notification and the status column will be updated accordingly. You will receive another
email notification when the Resident Engineer’s office approves/rejects your 1391 form
Contract # Contract Type Completion Date 1391 Status 1391 Status Date
Training01 (7) Second Tier Inactive [ view peans |
Training02 () Second Tier [ view petans |
Trainingod  (§) Prime 2021-06-23 [ view peTans |
3.5 |Toseea
history of
the 1391 v bevs
Form
Status
Activity, Tinas Traffic Control details
click on the
View
Details
button.
RE B RER F
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4.0 Help

There are two Help buttons available to get additional information to resolve issues.

Step | Instruction | Image
4.1 On the Log
2oobes o) (=
Password
Help, 1
- Update 1e .
your email
address, or
- select Help
for more
information.
4.2 On the
Contractor , o o , o
FHWA 1391 COMPLETION BCONTRACTOR REVIEW R REVIEW HELP WHERE
webpage,
Click on the
Help tab to
access a
page with
Helpful
information.
4.3 From the
Getting Doing Business Bidding & Letting Projects Resources Local Governments
Started
page, you Prequalify BREpEIR:IEL IS8 Consultants | Directory of Firms | Trucking = Fleet & Material Mgmt = DMV
can access
- detailed | 2022 FHWA 1391
Instructions
- 1391 # Connect MNCDOT = Doing Business = Small Business = 2022 FHWA 1381
Form
-a FAQ list Welcome to Annual FHWA 1391 Reporting!
(or PDF) to
heIp with = Contractors on Federal-aid projects must submit an Annual EEO Report each July for the
mmon duration of the project, indicating the number of minerity, women, and non-minority group
F’O 0 employees currently engaged in each work classification and training program required by
Issues. the contract.
Click here for detailed Instructions on completing the form.
Click here to logon and complete the FHWA Form 1391.
Click here to access the FAQ Search List. Click FAQs PDF to download a version.
(Updated weekly)
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5.0 Where is My Project?

Is a project missing from your project list? If so, complete this form and the Office of Civil Rights and Central
Construction Unit will review the issue

Step| Instruction | Image

5.1 | Atthe top pf
the
Contractor
webpage, |
click on
G2 KSNB
ae t NR
tab.

FHWA 1391 COMPLETION SUBCONTRACTOR REVIEW ZMD TIER REVIEW HELFP [ WHERE 15 MY i‘l-!fJJi:r'.'rU]

5.2 | Fillin the
pop-up
window and
select
Submit.

Where's My Project Help

Is & project missing from your project list? If so, complete this form and
the Office of Civil Rights and Central Construction Unit will review the
issue

(v ] (e

5.3 | The Office of
Civil Rights
and the

Central Your Help Request has been submitted.

Construction
Unit will
review the
issue.
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6.1 Prime Contracto¢ Complete andubmit FHWA 1391 Far

The Prime Contractor completes a FHWA 1391 Form for their firm and submit it. The Form moves to Pending RE revi
RE will approve or reject the Prime Contractor Form from the RE Dashboard.

Step

Instruction

Image

6.1.1

When Prime
Contractor
logons, the
following tabs
are displayed.

FHWA 1391 COMPLETION SUBCONTRACTOR REVIEW 2ND TIER REVIEW HELP WHERE IS MY PROJECT?

6.1.2

Click on FHW/
1391
Completion
tab. Respond
to the popup
window.
Answer Yes to
complete
FHWA 1391
Form for
2022.

~® © 0 0 QO 8 -~

i carrmcticsct ool

Was work performed on this contract by your

firm in the month of July 20227

6.1.3

Complete
Table A:

Enter the
number of
Males and
Females in
each
demographic
group for each
Job Category.

Exv0a 1331 Farm far Traisingil

e

»»»»»»»»

- OO0 B OEDE SR

10
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6.1.4

Complete
Table B:

Enter the
number of
Male and
Female
Apprentices
or On the Job
Trainees.

6.1.5

Complete
Table C:

Enter number
of Male and
Female
Apprentices
and Onthe
Job Trainees
(listed in Table
B) for each
demographic.

Select Next.

TABLE C (Table B data by racial/ethnicity status)

Bimerizan Indiam o Alsskan

Bisck or Afican American Hizpanic or Latine. ., Ao it Hanmion o e

Pacifc lslarder T facss

Job Categories " F M F " 3 M 3 " 3 M H

1 [+ ]
PREVIOUS ;

6.1.6

A completed
FHWA 1391
Form is
generated.

-curate and then click on the checkbox to confirm. If you need to change this information click on “Retum to 1391

FEDERAL-AID HIGHWAY CONSTRUCTION CONTRACTORS ANNUAL EEO REPORT

tion is 2125-0013 expiring in August, 2022

11
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6.1.7 | Verify the
report is 1
accurate. Verty thet the information vou have ersered is comect and sccurate and then click on the checkbox 1o corfinm -
Closelly f fntra.r.rm'. Type- .
examine all o o mapany Name, City state _ Project Number Comtact Aot Project Location
information. 1 l l l l
6.1.8 | At the bottom

of the Form,
a. Click the
check box to
Certify the
report is
accurate,

b. Click Return
to 1391 if you
need to make
changes
before
submitting,

c. Click Save
the Report as
a PDF, to
download a
copy to your
local system
before
submitting.

d. Select
Submit to
submit the
Form for

approval.

PREPARED BY

ok

DATE

REVIEWED BY:

12
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6.1.9

After clicking
on Submit,
the system
will display a
response.

Thank vou for submitting FHWA 1391 Data.

6.1.10

Submitter will
receive a
Receipt email.

NCDOT has received FHWA 1391 Form for Training01

SharePointAdmin@ncdot.gov
To @ Bankar, Pradnya A

Start your reply all with: | Okay, thank you!

€ Reply | € Reply Al | —> Forward | | K

Tue 6/7/2022 5:01 PM

Great, thank you so much! | completed it. | Eii‘ Feedback

NCDOT has received the FHWA 1391 form for Training01. It takes about an hour for our webpage to update and when it does you will be able to view/edit this form.

Emsil comespandence to and from this sende:

Records Law and may be disclosed to third parties.

6.1.11

The Prime
Form is set to
Pending
status.

It is approved
or rejected by
the RE.

If the Form is
Approved by
the RE, the
Prime receives
email. The
process is
complete.

Tinas Traffi ntrod il

6.1.12

If the Form is
Rejected by
the RE, the
Prime will
receive an
email.

The Prime
should review
the reason it
was rejected,
complete a
new Form
with the
necesary

corrections

13
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6.2Prime Contracto¢ Review /ApproveSubcontractor HWA 1391 Form

The Prime Contractor will review Subcontradiorms and approve or reject

Step

Instruction

Image

6.2.1

Click on
Subcontractor
Review.

The page will
show Contract
#s for each

Subcontractor.

7) Petunias Paving

6.2.2

Click on the
Contract # to
review for
approval.

6.2.3

Review the
data in the
Form closely.

Contractor Type-

Prime/Sub/Second tier

Company Name, City ,State

Project Number

l Contract Amount

ocation

14
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6.2.4

At the bottom
of the page,
select Prime
Approve or
Prime Reject as
appropriate.

Prime Approval Prime Rejection

6.2.5

At the bottom

of the page,

select

a. Previous to
return to the
Form,before
submitting,

b. Save report
as PDF
before
submitting,

c. Submit

RETURN TO 1391 SAVE REPORT AS PDF SUBMIT

Thank you for submitting FHWA 1391 Data.
Close Tab

6.2.6

The

subcontractor
will receive an
email stating it
was approved.

Tinas Traffic Control has approved the FHWA 1391 form your submitted for Training01

SharePointAdmin@ncdot.gov
To @ Bankar, Pradnya A

Cc © Bankar, Pradnys A

<) Reply | & ReplyAll | —> Forward | | Efi ||

Tue 6/7/2022 6:16 PM

Start your reply all with: | Thanks! ‘ ‘ Great, thanks for letting me know! || Great, thank you so much! | (i) Feedback

Tinas Traffic Control has approved the FHWA 1391 form you submitted for Training01.

Email comespondence to and from this sender is subject to the N.C. Public Racords Law and may be disclosed to third perties

6.2.7

The 1391 Form
is now pending
REApproval.

Process ends
with RE
Approval.

Tinas Traffi aitred il

15
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6.3Prime Contractog Review / RejectHRVA 1391 Form

The Prime Contractor may reject a Subcontractor (8iT&r Contractorform. If rejected, the Subcontractor
(or 29 Tier Contractoywill submit a newForm which will restart the approval process.

Step | Instruction Image
6.31 | Review the
data in the
1391 Form.

6.3.2 | Select Prime
Reject. - -~

A Reason box
will appear
where you can
enter why the
Form is being
rejected.

16
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6.3.3

At the bottom

of the page,

select

a. Previous to
return to
the Form,
before
submitting,

b. Save report
as PDF
before
submitting,

c. Submit

RETURN TO 1391 SAVE REPORT AS PDF

Thank yvou for submitting FHWA 1391 Data.

[ Close Tab |

SUBMIT

6.3.4

The
subcontractor
will receive an
email stating
the Form was
rejected.

6.3.5

LT WYt NN
wS2S0i0 2
Subcontractor
Form,
Subcontractor
will need to
submit a new
Form, making
the necessary
corrections.

Once a new
Formis
submitted,
the approval
process
restarts.

Process ends
with RE

Approved.

17











































